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1.Introduction

 The purpose of this report is to reflect my learning experience from Academic and Employability Skills lecture. I considered how this module influenced my learning, seeking, technique comprehension, and life experience. In order to this, I will utilise Gibbs’ reflective approach in my report since it allows me to ask myself the questions while my ideas and learning experience more effectively and profoundly. Gibb’s reflecting cycle can be useful in a variety of situations. On this report, I will discuss what I’ve learned, my notes taken during the class, group and class discussions, and their implications for my work life and personal life. How I felt during and after the class, the evaluation of my feelings and thoughts, and the analysis of my feelings and action plans. I will reflect about time management and arranging studies, referencing, online learning experiences, and public speaking and presenting a presentation during this report.


   2.Description, Evaluation, Analysis and Conclusion 

  2.1 Time management and organizing study

The importance of time management is enormous, and being able to programme it into our life is really beneficial. Before the module lectures, I hadn’t given it much thought. Based on my own experiences, the good benefits of these topics on my life quite amazing. During the first lecture, I believe that this subject will have a positive impact on my personal, professional, and educational live. It seemed like it would be the finest lecture I’d ever attended. I recognised that people’s lives are truly too short, and as soon as I learned this, I began to organise my time management. Until I took this class, every aspect of my life was extremely difficult. 

 Making daily, weekly, and long-term goals was a stressful and terrifying experience for me. I was having a hard time deciding where to begin planning. I didn’t feel like I had time for anything, and I wasn’t simply thinking and acting Wen to the work, sleeping, cleaning and the classes I took were the things that consumed the most time in my life. Aside from that I was doing laundry, cooking, and cleaning. I couldn’t spend time with my family and have a good time since I couldn’t spare time for them. This was causing me stress, and I couldn’t seem to find the joy in life. 

 My motivation grew after the first class, and I committed myself to putting what I had learned in the lecture into practices in my daily life. First and foremost, I establish my priorities, or what comes first in my life. Then I concentrated on my everyday activities and began to build a regular schedule. I made a list of hat takes the most time and how much time in a day before making this strategy. With an undetermined time, frame, I devised an approximated timeline for my task. I added time intervals to myself while working on these projects. First and foremost, I reminded myself that it is usual for some of my plans might be delay and interrupt with other external factors. I prepared action diaries for myself. At the end of the day, I reviewed my plans and my day. “Time management is all about taking control of your own time. You need to be able to make things happen in a way that will benefit for you and your studies, and you need to stop other people controlling your time.”(Dawson, Catherine, 2014, p. 30).

 I began to utilise it on a regular basis, adding activity trackers to my technical tools and beginning to use to-do lists. Pareto’s 80-20 rule proved to be the most useful in this procedure. My 80 percent success rate comes from only 20 percent of my efforts. When I set aside 20 percent of my time according to my weekly schedule, I was able to use the remaining 80 percent of my time in the effective manner possible, resulting in excellent outcomes. I now live my entire life by this guideline. Like Short Feature said, “It is at the best an Intelligent Man’s guide for effective decision making, showing the way to ‘Work Smart on Right Things’, for trifles lead to perfection but perfection is no trifle.”(Science reporter, 2015, p. 55).

 The concept of the time management is about the balance. I’m less stressed, so I can spend more time with my family, and I’m more likely to achieve my objectives. This balance entails taking control of my life and leads to long and short-term success.


2.2 Referencing

 In academic studies, citing and mentioning references, refer to the source works used by the writers in their research. Making some recommendations by identifying the materials I utilised in my academic work. Citing a source can assist me demonstrate that I am not the first to write on the subject.

 To be honest, before this lecture, I had no idea what is summarising, paraphrasing and referencing meant. I didn’t know they were that intricate; I assumed they were all pretty similar. I also had no idea how to avoid plagiarism in a research paper.

 During the class, I was a little perplexed at first and felt horrible about it. Because there were so many different reference strategies to choose from, and they were all mixed up. I was concerned that I wouldn’t be able to hold it in my head. During the session, however, the teacher went through everything with the students and send us the Harvard Reference Handbook. I felt more at ease and was able to focus on the lesson because of the many examples we conducted during the lecture. Another useful piece of knowledge I gained from the session was how illegal to utilise information from the other internet author’s as if it were your own. To put it clearly, I had never considered copying an author’s material from the online sources in this way because many online sources were similar to one another, but after the lesson, I recognised how incorrect this was and that it was intellectual theft. “Major purpose of citations is to simply provide credit where it is due. When you provide accurate citations, you are acknowledging both the hard work that has gone into producing research and the person’s who performed that research.” According to Choosing and Using Sources: A Guide to Academic Research (Pressbooks)

 When citing, I now have the writers explain that they are leveraging the ideas of others to develop a new notion. As a results, readers have the opportunity to visit the original source by following these references in order to learn more about a topic I’ve referred in my work. In-text bibliographies are also supplied so that readers can tell how old the material in my article is. Academic references, on the other hand, assist me in validating and strengthening my ideas. 


2.3Online Learning Experience

 To be real, online education was not what I had anticipated. I’d heard that some schools offered online education earlier, but there was no pandemic at the time, so I wasn’t sure how beneficial it would be. However, the pandemic has struck, and education in the United Kingdom, as well as the rest of the globe education turn to the online. 
 I’m disappointed with my online learning experience, I’ve always assumed that online education equates to more learning. I’ve always been driven by learning new subjects physical with a group and studying with the same group. As a result, I had a hard time focusing on the lessons in this online learning experience because there were so many distractions. In addition, I encountered issues such as communication issues and not being able to completely comprehend the lesson owing to unanticipated technological issues. I felt horrible and was dissatisfied. “Just like face-to-face courses are not ideal for everyone.” (Illinois Online Network, 2006).

 It was tough in some ways since I couldn’t access the physical library, but happily the UWTSD online library was included on the Module. Which I used to seed for study the essential resources. We were also taught how to utilise the online library more effectively throughout the classes, and as a result of this knowledge, the research I was going to undertake was cut in half. 

 As a consequence, online learning provided me with new experiences, and I discovered that everyone who wants and has a potential to get education may do it from everywhere.

 
2.4 Public Speaking and Giving Presentation

 We may be required to give a public statement at any point in our life, and this may occur unexpectedly. It is an undeniable reality that speaking in society and being able to impress others, from the smallest to the greatest audience, is quite important.

 I didn’t really know how to present a presentation or talk to an audience before this session. At my former school, I gave a presentation, but it was ineffective. In this session, I learned that the most important aspects of giving a presentation and addressing an audience are to be clear, to reflect our body language correctly, to make the presentation fluent, the way I speak and my eye contact, and to ask questions of the audience so that the audience’s interest is not lost. “It is far more important that your, verbal content, vocal style and body language should be congruent.” (Bradbury, 2006, p. 138-139).


 The most significant thing I learned through this session was to pay attention to and notice how a person’s body language can affect a huge audience in a positive or a negative way. Throughout the session, I listened to lectures from various leaders, investors, and important businesspeople and then discussed how they affected the audience with my classmates. I was astonished to learn that accompanying the speech with a selfless presentation helped the audience absorb it better. Adding a few pictures or graphics to the presentation of the key ideas, looked to me to be highly significant, succinct and concise. Following the lesson, I began to create a presentation, and my presentation, which I produced using the key points I had learnt throughout the lesson, was really fluid. 

 As a result, the lecture was beneficial to me because I learned how to do public speaking as effectively as possible, as well as the most important aspects of a presentation. 




3.0 Action Plan 

 I’ve already begun to use the new experiences I’ve gained into my daily life and will continue to do so. I can apply what I’ve learned in these sessions to every aspect of my life. It’s something I can readily implement in my personal, professional, and other management sectors. I’m going to replace the abilities I learnt in these modules with things in my life that don’t help me and have a bad impact on me. If the same things happen again, and I’m stuck in the same inextricable situations concerning the subjects I studied and feel horrible, I’ll act more strategically and programmatically this time, and reintroduce the specifics I’ve learned into my life.


4.0 Conclusion

 In conclusion, this module exposed my personal flaws and areas in which I need to improve. I learned more about myself and made objectives for myself. I learned how to better manage my time, their contribution to me, the importance of providing references and not stealing artefacts, how painful but learnable my online learning experience is, how a correct form of address can affect communities, and how to use my body language when speaking to the community.
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